N94P Commercial Activities: How to Request Marketing Services

ServiceNow Case Submission

e Navigate to the
Customer Portal at https://
www.navylifema.com/
marketing

¢ You MUST have an active
ServiceNow account* BEFORE

you can submit a Marketing
Reqeust

e Click here to submit a
Marketing Request.

e Don’t forget to bookmark this l
page if you haven’t already!

*If you do NOT receive an Account Confirmation email, you MUST contact IT directly at
1-844-697-4357 to receive a temporary password. The Marketing Department cannot provide one.
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NOTE: The
appearance of your
login screen may vary.

<«_| ® Input User name
/7and Password to\

login.

e Click Register if \

you do not have
an account.

e Registration steps
can be viewed in \

this separate guide.



https://www.navylifema.com/modules/media/?do=inline&id=86d89122-a753-4545-89e8-52fa5ec003c1&__cb=638816368546630000&__cb=638816368546630000
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¢ Populate fields to
the best of your
knowledge.

. Project Title is how
your Case will be
referred to in the
system.

e Case Location Details:
You are submitting
for an <Installation>
& Location IS your
installation.

RN

>

*Do NOT submit Cases for Locations other than your own.
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e Continue to populate
fields to the best of
your knowledge.

¢ If the services you
request are tied to an
Event and you cannot
find the Event in the
drop down, use the
link to create one*. 4

¢ If the Event POCs
(i.e. for registration
or questions) are
different than

yourself, indicate who *ATTENTION: It is recommended you save your current
the Event POCs are. Case as a Draft before navigating to the Create Event window,
as you will get timed out after 15 minutes.
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¢ Please note that
the Marketing
Department will set
due dates internally
after reviewing your
request.

¢ Delivery Address
is required for the\
timely processing of
your request.

¢ Design Requests
is where you can\\

request certain
graphic elements.

e Art Copy is the raw—
text featured on your
requested item(s).




ServiceNow Case Submission
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If you need artwork files from us that will be used to place an order with an
outside vendor, please include their file specifications.

Click Add*
to select which
marketing products
you would like.

Use the Additional
Details field to provide
any extra pertinent
information.

Attachments such
as event write-ups,
reference photos, and
distribution lists are

encouraged.

l *Opens in a new window
4 \




e When you have
populated the
Marketing Offerings
with your selected
items, please click
Submit to send your
Case to the Marketing
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Department.

¢ You will receive
confirmation of your
submission via email
from ServiceNow.

Thank you!

*ATTENTION: The above list of Marketing Offerings is a sample
of how yours will look after making your selections. DO NOT
submit a Case with NO offerings selected.




